Logaing On To — Online Learning Center (OLC?)

1. How to Log onto Online L ear ning Center (OL C*:
initial or change of password:
Y ou received an e-mail with your Learner ID and a generic password back
in June 2005. If you don't have your password see below...
If you’ve already logged into the system skip to step #5

2. Goto: https://www.energyolc.com
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Note: If thereisanother John Doein the database, you will have a different
Learner ID such asJOHN.DOE1, JOHN.DOEZ2, or JOHN.DOE3
In the Learner ID box, type your Learner ID in all caps, be sureto include
the dot between names.
In the password box, type the generic password you received in an e-mail,
case sensitive—turn off your “Caps Lock” if used for name if you don’t
have your password - contact either your organizations Point of Contact or
follow instructiors on the web page.

3. Click the Logon buttonand the following page will open:
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Password Expired
Lser Password has espired, Please Shangs User Password In the Old Password box, type the password you
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In the New Password box, create a new
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Once you have filled in the above boxes, click on Apply Changes
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4. Onceyou click Apply Changes, the following page will open
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5. Onceyou click Login, the main login page will open
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Logaing On To — Online Learning Center (OLC?)

6. You arenow at the main Login page. Typein your Learner ID and the new
password you created, and click Logon
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7. 1f you get thefollowing Security Alert box, click “ Yes’

X

Security Alert

changed by others. However, there iz a problen with the site's

Infarmation you exchange with thiz site cannot be viewed aor
d securty certificate.

a The security certificate iz from a trugted certifying authority,

a The security certificate date iz valid.

The name on the zecurity cedificate iz invalid or does not
match the name of the site

Do pou want to proceed’?

[ Yes ] [ Mo i [Eiew Certificate ]

8. You are now logged onand at your personal homepage.
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If you don’t seethe following submenu items when you log on and mouse over

Personal . ...
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Personal Learning
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THEN YOU NEED TO DO THE FOLLOWING:
1 Open Internet Explorer

2. Click on Tools in the menu bar, then click on Internet Options, and click on the
Security tab

3. Click on Trusted sties, and thenclick the Sites button

® «© e—=
Internet Lacal intranet ; Restricted
sites

Y
Trusted sites /
o This zane contains ‘Web sites that you
trust not to damage vour computer or =

data.

Security Jevel for thiz zone

Cusztom
Custom =ettings.

- To change the settings, click Custom Level
- Touge the recommended settings, click Default Lewel.

[ LCustom Level .. ] [ Default Level ]

[ OF. H Cancel ] Apply
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The Trusted Sites box will open:

Trusted sites E|EI

You can add and remove Web sikes from this zone. All Web sites
in this zone will use the zone's securiby settings.

#dd this \Web site to the zone:
i_https:,l',l'www.energvu_IE_.cu:um| | [ add

web sikes:

[|Require server verification (https:) for all sites in this zone

[ K, ] [ Canicel ]

3. Be sure that the OLC? URL is listed in the box to the left of the Add button.
Once you click the Add button, the following box will open:

Trusted sites

You can add and remove \Web sites from this zone, All Web sites
in this zone will use the zone's security settings,

Add this Web site o the zone:

| | Saa

web sites;
i hitkps: f fumana, energuwalc . com Remove

[ |Require server verification (https: ) For all sices in this zone

[ Ok, l [ Cancel

4. Click “OK” to close the box
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5. Click “OK” to close Internet Options box:

Internet Options

| General | Securly | Privacy | Content | Connections | Progiams | Advanced|

Select a'Web content zone to specify itg securnity settings.

® ©@ 0 9

[nternet Local intranet  Trusted sites Festricted
zites

Trusted zites

Thiz zone containg 'Web sites that you
trust nat to damage vour computer or
data.

Security lewvel for thiz zone

Custom
Custom settings.
- To change the settings, click Custom Lewvel,
- To uzge the recommended zettings, click Default Level.

[ LCustom Level... ] [ Default Level ]

[ Ok ][ Cancel ] Apply

6. You should then re-logon to OLC?, the submenu should now be showing under the
menu bar in the program. If not call your Point of Contact (Katy Martin, 3-6332) or
the Help Desk (202)586-3607 or email the DOE LM S Helpdesk at
energyolc@hqg.doe.gov.
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